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IDEA EXCHANGE
By LUCILLE PERELMAN, C.P.A., Charleston, West Virginia
TRANSPOSITION ERRORS
When two sets of figures do not balance 
and the difference is divisible by 9, we 
suspect that the error is due to the trans­
position of two figures, e.g., 19 for 91.
There are a limited number of combina­
tions of figures to look for in each trans­
position error, which simplifies your 
checking. Thus, if the difference is 45 
there are 5 sets of numbers to check for 
a transposition.
To get the combinations quickly, divide 
9 into your difference, then use this figure 
and its reverse to form the first combina­
tion. By adding 11 to the lowest figure 
in the combination, and reversing this 
number, you can obtain all the possible 
combinations.
The following chart shows how this 
system works:
Difference 09 18 27 36 45 54 63 72 81
Combinations 01 02 03 04 05 06 07 08 09
by 10 20 30 40 50 60 70 80 90
sets ------------------------------- -------
12 13 14 15 16 17 18 19
21 31 41 51 61 71 81 91 
23 24 25 26 27 28 29
32 42 52 62 72 82 92 
34 35 36 37 38 39
43 53 63 73 83 93
45 46 47 48 49
54 64 74 84 94
56 57 58 59







—Etheldreda T. Collier 
New York
FOR THE TAX OFFICE DURING TAX 
SEASON
A columnar work sheet and a card file 
will help to keep tab on the status and 
location of tax returns of the firm’s clien­
tele during the busy season. When the 
client’s information is received, his name 
is listed on the work sheet and assigned 
a number, noting the number in the card 
file. The card file facilitates checking on 
any particular return by indicating the 
assigned number on the work sheet.
Columns on the work sheet will indicate 
the date the information is received, 
whether any additional information is 
necessary, the date and initials of the 
person completing the return and the 
date and initials of the person checking 
the calculations. Other columns may be 
used for typing, checking, and assembling. 
Three columns could signify type of de­
livery—mail, pick-up or personal delivery. 
With columns added or deleted to fill the 
needs of the individual office, the prog­
ress of the returns can be determined 
at a glance.
Catherine Ryan, Los Angeles
QUICK REFERENCE — Do not waste 
time looking through work papers for the 
needed schedule. If you make a pencil nota­
tion in the lower right hand corner of each 
work paper as to the account number or 
name of the schedule, it will only take 
seconds to thumb through the right hand 
corner of the file to find the right schedule.
—Lurena Deutsch, Los Angeles
(Continued from page 12)
strued as an all-inclusive text on auditing 
procedures. Basically, this material is the 
nucleous of what will some day be a staff 
accountant’s manual. It is hoped that the 
procedures outlined will be helpful as a 
practical guide to the development of good 
auditing habits for “small” staffs working 
with “small” business.
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